SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 04/21/15 CLCSI NG DATE: 04/30/15 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N ASSI STANT - EFA SCDC POSI TI ON #: 012985

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  LEE CORRECTI ONAL | NSTI TUTI ON, BI SHOPVI LLE (LEE) LEVEL 3

STATE JOB TI TLE: ADM NI STRATI VE ASSI STANT STATE JOB CLASS: AA75
BAND: 04 SALARY RANGE $ 026139 - $ 048361 SPECI AL | NCENTI VE: NO
LEVEL: A SALARY RANGE $ 026139 - $ 041400 SCEIS POSITION #: 61019228

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA AND WORK EXPERI ENCE THAT | S DI RECTLY
RELATED TO THE AREA OF EMPLOYMENT. A BACHELOR S DEGREE MAY
BE SUBSTI TUTED FOR THE RELATED WORK EXPERI ENCE.

AGENCY PREFERRED QUALI FI CATI ONS:

AN ASSCOCI ATE' S DEGREE AND ONE (1) YEAR OF BUSI NESS, PERSONNEL,
CLERI CAL OR PUBLI C ADM NI STRATI ON EXPERI ENCE; OR A HI GH SCHOOL
DI PLOVA AND THREE (3) YEARS RELEVANT EXPERI ENCE.

DESCRI PTI ON OF DUTI ES:

UNDER THE DI RECTI ON OF THE SCHOOL LEADER, ASSI STS THE EDUCATI ON
DEPARTMENT AT THE | NSTI TUTI ON. COWPI LES AND PREPARES | NFORVATI ON
REQUI RED FOR RECORDS AND REPORTS AND MAI NTAI NS STUDENT RECORDS/ FOLDERS
COVPLETES CLERI CAL TASKS AS ASSI GNED.  MONI TORS STUDENT TESTI NG AND
ENRCLLMENT.  ENTERS DATA I N VARI QUS COWPUTER SYSTEMS AND DATABASES.
TRACKS STUDENT TRANSFERS TO RECEI VI NG SCHOOL AND MANAGES STUDENT
FOLDERS ACCORDI NGALY. COWPLETES MEMOS, LETTERS AND REPORTS AS
NECESSARY AND DI STRI BUTES ACCORDI NGLY. EFFECTI VE COVMUNI CATI ON SKI LLS
AND THE ABILITY TO MAINTAIN A PCSI TI VE RAPPORT W TH STUDENTS AND
STAFF ARE REQUI RED.

COMVENTS:

MUST SATI SFACTORI LY COVPLETE SCDC BASI C TRAI NI NG
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